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PROPOBED
CIA
RECORDS ADMINISTRATION PROGRAM
PURPCRE

1. In keeping with the intent of Congrees, as set forth in the
Federal Records Act of 1950, Central Intelligence Agency is re-empha-
sizing its contimuing effort for the ecunomical and efficient sdminis-
tration of Agency records.

BCOFE

2. The Agency's Records Administration Program consists of the
folloving elements for effective paperwork procedures:

a. Records Disposition, Vital Records, end Records
Center Qperations.

b. Filing Bystems, Equipment and Sugpplies.
¢. Forms, Reports, and Correspondence
COMPOIENT PROGRAM
3. mmmummmsumtmammnw
the Agency's Major Components. Rach Major Cormponent will designate a
Records Officer to eduminister the Component Program.
CENTRAL DIRECTION
L, The Agency's Records Administration Staff will sdminister the

Program and provide Agencywide Staff assistance, sdvice, and guldance
as follows:

a. Pollecles, Standards, and Procedures

(1) Prepere Agency Regulstions, Notices, and Handbooks
a8 needed to develop the Progranm.

(2) Adapt for Agency use U. 8. Government announced Policies,
Standards, Guldes, and Procedures.

b. Records Administration Services

(1) Assist components inventorying records holdings and
yreparing digposition schedules.
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(2) Direct the Agency's Vital Records Program in accordence
vith Executive Order.

(3) Operate the Agency Records Center for inactive records,
Vitel Records, and permanent archives.

(h)newlopmingtmmapmmwmtm
Agency's unigue needas.

(5) Assist componemts to select and install file plans.

(6) Assist components to selsct filing eguijment and supplies.

(7} Maintain the Central Record of all Agency forms.

. Periodically review all Agency Forms.
(8) Beview specifications on forms to be printed commsrcially.
{9) Recommend efficient reports and correspondence prectices.

(10) Provide records administration assistance to certain
Agency Offices and Staffs having no Records Officer.

(11) conduct Records Administration Surveys upon request.
(12) Provide records sdministration lisison with the National
Archives and Records Service and Other Agencies.
¢+ Component Progran Reviews
(1) Pericdically reviev the Records Administration P ograme
in Agency components.
(2) Advise components of the results of the réview.
d. Program Promotion
(1) Promote the Records Administration Program and good
baperwork practices through Agency publications.
(2) stimlate a benefidial records conscicusness among
employees with approved displays and exhibutas.

(3) Present briefings on records administration topics
at staff Meetings throughout the Agency.

(4) offer educstional lectures on current developments in
records administration.

(5) Confluct special records administration campaigns as
directed or approved.

 (6) Arrangs periodic meetings of Component and Area Records
Officers.




y .

‘ C T Approved For Release 2002/06/10 : CIA-RDP72-00450R000100130041-3

e. Recolds Adminibtration Training
» 3

(1) Develop & records sdministration training schedule
of pregressively greater acope for use by all levels
of Agency Records Officers and Administrative Officers.

(2) Develop and present Records Administration Workshops
in collsboration with OFR o Agency erployees.

(3) Coordinate external training of Agency personpel in
Records Adminigtation courses.

(4) Coordinste a Mm program of "(n~the-Job" Training
for Agency, Component, and Area Records Officers.




